AGENCY SUBPORTAL/BUSINESS CARD MANUAL
S

ge(Orgia.gov
zeorgia Technology Authority



geOrgia.gov
Subportal / Business Card Training Manual

Index

Section 1: Overview

Section 2: Getting Started
21. HowtoLogin
2.2.  Using the Site Index
2.3.  Using the Site Manager
2.4. Using the Content Item Index
2.5.  Subportal Channel Exhibits
2.6. Business Card Channel Exhibits

Section 3: Adding a Content Item
3.1.  Beginning Instructions
3.2.  Instructions for ArticleXT Content Item
3.3. Instructions for TeaserXT Content Item
3.4.  Instructions for File Content Item
3.5. Instructions for Image Content ltem
3.6.  Categorization, Scheduling and Saving

Section 4: Administration Responsibilities (Subportal)
41 User Roles
4.2 Channel Hierarchy
4.3 Channel Management

Section 5: Reference Materials
5.1 Content Management System Editor
5.2 HTML Guide
5.3  Vignette Problem Assistance
54 Developing News Selection Criteria
5.5 Writing for the Web

Prepared by:

Georgia Technology Authority
GeorgiaNet Division, Creative
creative@gta.ga.gov

Revised March 29, 2004

This manual is updated frequently, please check for the latest version at
http://georgia.gov/00/channel_title/0,2094,4802_3667701,00.html


mailto:creative@gta.ga.gov
http://georgia.gov/00/channel_title/0,2094,4802_3667701,00.html

georgia.gov Content Management System

The georgia.gov Content Management System is the central management console that has been
selected to build and manage portal and subportal sites.

Content management is an integrated collection of applications designed to help
minimize the time for coding, provide a consistent look and feel by using standardized
templates, and update or create content in real time. The entire content process happens
within an Internet browser window — from collection and production to delivery and
analysis.

The MCM makes it easy for you and other designated employees to control your own Web content,
regardless of technical experience, by allowing you to use your Internet Browser to add and update
content independently from the site design and navigation. This is made possible by the use of
templates. See Section 1.2 for template examples.

Client System Requirements

Internet Explorer 5.5 or higher will offer the greatest success when using the georgia.gov Content
Management System.

Users with Internet Explorer version 6.0.2600.0000 may experience a problem. If so, please upgrade
your browser to version |.E. 6.0 with Service Pack 1.

Netscape users should upgrade to at least Netscape 6.

Content Management System Terms
Channel — Channels act as content containers and enable users to navigate to specific content.

Content Items - Pieces of content that are responsible for the information displaying on the
Subportal/Business Card pages.

Content Item Types — Item Types define and categorize the type of content items on your site. The
content item types currently used are:

ArticleXT — used to maintain or enter content for your Subportal/Business Card pages

Image — used to maintain or change your agency’s logo and homepage images

File — used to add a File (such as a PDF or Word document)

TeaserXT — used to enter an URL that links to an internal or external site (you have the option to
open the new page in the same or new window.

Link — used only on the Business Card sites to link logo to agency site.

eWebEditPro — This is a WYSIWYG (What You See Is What You Get) content editor. Installation is
quick, easy and will save you time and energy when entering content into your agency’s Website.
For instructions on installation and use, refer to Section 5.1 — Installing the georgia.gov Content
Management System Content Editor.

Taxonomy - Taxonomy is a way to organize things into logical groupings based on their content.
This orderly classification of content in georgia.gov is for the purpose of integrating agency
information within the georgia.gov framework. Using the georgia.gov taxonomy, agencies will
organize their data by mapping their documents to one or more specific categories.

Template - Templates provide the presentation display so that users can access the content you
place on the Website. Multiple templates can be created to display specific kinds of content.



Section 2 — Getting Started 2.1- How to Log in

EAP Login
(Enterprise Application Portal)

To enter the georgia.gov Content Management System:

1) Open your internet browser and enter http://www2.youragencyacronym.georgia.gov
(Example: http://www2.gta.georgia.gov )

2) Type user name
3) Type password
4) Click the Log In button or press the Enter key

5) Watch for important messages above the login.

New Features

In order to perform a georgia.gov upgrade, you will
not be able to modify content from Wednesday,
March 17, at 5 p.m. until Monday, March 22, at 8
a.m. Thank you for your patience.

If yvou hawve any questions or comments, please contact
GTA's Traffic Department at trafficigta.ga.gov. Thank

you,

Important messages will appear above the login,

georgia.gov log-in

User: |
Password: |

Copyright @ 2002 by ¥ignette Corporation. All Rights Reserved.




Section 2 — Getting Started 2.2 - Using the Site Index

Site Index

On the Site Index page, you will select your site link to enter the Site Manager page:

1) Click on the link displaying your agency’s name.
2) The Site Manager screen will open in a new window as shown in Section 2.3.*

*Note: Pop-up window blocking software may prevent screens from loading. If you experience a
problem, disable the pop-up software and try again.

To view your site using the Content Display Application:

1) Click on the preview icon “ to view your site — you will be able to preview both live and working
status content items. To view live items only, you should use the Subportal/Business Card
production URL.

2) This screen will open in a new window.

3) You may either close window to exit this view, or leave it open as you make other changes and
by clicking “Refresh,” you will be able to see your new changes.

To exit from the Content Management Application (CMA):

1) Once you have completed your session, close the Site Manager window, then click on the Log
Out link on the Site Index.

Site Index
T e .
fie Ec Wiow Fpeosies Jook Hep -

4= (Click here to log out of session.

Fearme (10} DescripiBon
B Aaeroyv (S056) Mame of Agency
‘ K Click on link to enter

Site Manager
Click here to
view the site.

] Eern of irtarat



Section 2 — Getting Started

2.3 - Using the Site Manager

Using the Site Manager to access the Content Item Index page:

1) Click on the Management link located under the heading “Content.” The Content ltem Index page
will open in a new window.

Site Manager

General
BAn
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Content
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o Typos
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Section 2 — Getting Started 2.4 - Using the Content Item Index

Content Item Index

The Content Management Index page is provided for entering, editing and managing content items.
Content items are the pieces of content you place on your site.

You can make selections to sort how contents items are displayed.

1) To choose display items, click on the down arrow at the desired window, make your selection,
and then click the Display button.

a) To select one item in a window, highlight and then click the Display button.

b) To select multiple items: hold down the Ctrl key and click each choice, then click the Display
button.

c) To select all items: select the first item, scroll to the bottom of the list, hold down the Shift key
and click on the last item (this should highlight all items in between), then click the Display
button.

You can sort your display items by:

Modified Date, ID, Type, Title, Created Date, State

Channels

Item Types

Ascending, Descending

Number of items per page — 25 thru 100 (25 is the default)

If you know the Content ID number, you can select it by typing it in the Content ID window

Content Item Index — selection criteria

Content Ttem Indas: Agancy (G056) B | | EEERERET B
Channel: [al Channals Select Channel{s) £l Iusm'r ITEMS
- - - e 1 7
Type: [ArbclaxT State: |Working g Sort py: LUodifies !"HTP:|" fems e f Press to display
File = Ready To Launch =] HoChed U ate o selections
Select Select a8t i
Item Tvpes Sitate Content Jome - i afz B
¥ pies il £ State Sort
{10} Tithe State Groated Maodified Modified By
™ ArticleXT
r B3 117971 Yision, Mission, & Yalues Working 08/07,2003 02/26/2004

15:42:43 16:23:49



Section 2 — Getting Started 2.4 - Using the Content Item Index

Definitions of content items and item types:

Content Items are the pieces of content that are responsible for the information displaying on the
Subportal/Business Card pages.

Content Item Types define and categorize the type of content items on your site. The content item types
currently used are:

ArticleXT — used to maintain or enter content for your Subportal/Business Card pages

Image — used to maintain or change your agency’s logo and homepage images

File — used to add a File (such as a PDF or Word document)

TeaserXT — used to enter an URL that links to an internal or external site (you have the option to
open the new page in the same or new window.

Link — used only on the Business Card sites to link logo to agency site.

Content Items

{1y Title State Grimated Modifieed Modified By
B ArticleXT
Businass Card Aqency Title (1"]'[[1. - L 10032002 D2/ 232004
H 16:09: 13 14594
Contact Information T Tiems Live 1003/ 3002 02/23/2004
16:05:09 104211

™ Image — Content Item Types

r _J 181 Homelmage L 0B/ 19/2003
10:28:49

r sz Headerlmags Linne Ceg, é‘_;.':gu-i
IL1H =

™ TeaseryT

r _.| 117834 Find Your Polling Place and Electpd Officials Exgirad LO/0E 2002 07242003
10:05:35

D& 1344

Using Channels to Deliver Content Iltems

A channel is another word for a Web page. When you create a content item (ArticleXT, TeaserXT,
TeaserXT, File or Image), you will need to select the appropriate channels that define where that item
displays on the site. That's how you’ll organize and deliver your content items according to their topic,
priority, or timeliness.

Some channels relate to the navigation (About Us, Contact Information) and some relate to the area on
the page where Content ltems are placed (Agency Logo, News, Welcome Message and ArticleXT.)



Section 2 — Getting Started 2.4 - Using the Content Item Index

Content Items showing on a Subportal Web page (Business Card Owners should skip to Section 2.6)

- ke szt Gite - Microzolt Intermet Exsploner

| Fde Edt View Favostes Took Heb

ge(rgia.gov

e Agency Name Here

HIx6T px

georgisgoy > Agencigs & Organizatiens > Sample Test Subportal Site Wednesday, December 18, 2002

About Lis

Divisions & Offices 4™
Contact Information
Services

Mews & Events

Agency Specific Link
Optional Agency Link

Fad | Siternap | Career Opportunities | Employee Intranet Search I E;J
Welcome Article 4™ MNEws Content Area Three
Sample Subportal welcome message * Sample Press Release * Sample Teaser Link
goes here. There can also be a more .
buttan if you would like to display e
more text on anather page. Content Area Four -4

Fample Feature Article

Here is where a feature or
highlighted areas can be placed on
the homepage.

* Zampls Tesser Link

gaorgla.goy | Privacy | Accessibility | Portal Assistance

Compare the content items on the Subportal Page above with the following example showing the content
items listed inside the Content Management System. Each of the content items shown is channeled to
the appropriate content area on the site. Note: See Section 2.5 - Channel Exhibits for a deeper
understanding of navigation and content channels.

Content Items as shown on Index Page

Content Ttems [ a2z ™
{10y Type  Title State  Croated Modified Muodified By
r B cassepe Image  sample agency logo Live Eg{ég{ggus gg{égﬁgua
™ B 1676007 AeXT Divisions and Offices Compare Content Warking Eg‘gﬁgm gggg%gm
r B 1a7s60] rTIlISIII‘ITW ltl:;:;::llihﬂ::::u. u-unrkmg ggﬁgﬁgm gaﬁgﬁiﬂc
Bl 11794654 AticeXT Welcome Messags Live  OS15/2003 03/15/2004

16:19:06 08:23:30



Section 2 — Getting Started 2.5 - Subportal Channel Exhibits

Subportal Home Page

ge(rgia.gov
inline aores o Carglo govereey

ARCrgis. e > Agandei b Croanigpipng > Wadraerdasy, March 03, 3003
Abaut Ls

Diviskons and Ofices
Contact Information

News & Events
Services
Publicatiing  pnma
Seatic oF
FAT | Siemap desgnaled ohanns
wission Mg I ¥Want To...
Homa® Heme pizme
Heme A Hema B Fiarma O
Teo misens @t iy Aol ILisb] sshesn, To also mad 1o Nows & Dvants paga:
—— HiomasHews & Evants
Hamas=About LUasdaaion Channal B***
Chareel A Best Practices Responsibilities
Hers Farmn
Homas C Hizmia E

"Hama - deslgnates hame paegs
= Chaniil & - Adds ke “Tedlured bext” Lo & page and cam only be uded =itk a navigatien channel
"="Channad B - provides link with & tesear 1o 8 sontent ahannal [separyte page of texh, aoismnal link ar fls)

georgis.gor | Privacy | Important Hoticss | Accecnibility | Portsl Aesictancs

Subportal Secondary Page — Sorting

geOrgia.gov
Cnbine ovorss ko Geongio governmee?
decrgis.gov > Agencief & Srganizationg > Manday, March 10, 2003
bout A Cramas —— =S
;Iimnm{rﬁ:e:“mmﬁbﬂut uUs Channel A I

Contact Informption Me dolore consequat lobartis abigo eu velit iusto et ut duis

News & Events vulputate dalor, Visit autem vel aum iriure delar in hendrart
Servioes N in vulputate velit esse y dolor molestie consequat, vel illum
LY dolore eu feugiat nulla facilisis &t vero eteros et accumsan
Publications \ #t iusts odie dignissim qui blandit prassent luptuytet, N
N daolara consequat lobartis abigo au velit iusto et ut duis
Back to: \ vulputate dolar. Wisit autem vel eum iriure dolor in hendrerit
Home \ in vulputate velit esse y dolor molestie consequat, vel illum

,  dolore eu feugist nulla facilisis at vero aleros ot BEeumesn
% &t iusto odio dignissim qui blandit praesent luptuytet,

Sub Channel Links: Mission Sub Channel links will appear after the Channel A text only if
thara are no Channal B Contant links.
See Exhibit 2.5.3 for an example of proper channel seleciions.

Channel B Content Links: Apnusl Report Channel B Content links will appear after the feature and after
any navigation links. These would be links to text articlas,
Budgst Raport external web pages, or links to files (such as a PDF).
Ses Exhibit 2.5.3 for an example of proper channel selections.

gaorgia.gow | Privacy | Irmportant Hotices | Accessibility | Portal Assistance



Section 2 — Getting Started 2.5 - Subportal Channel Exhibits

Subportal Secondary Page — Channel Selections

geOrgia.gov
Oinline ocoen o Geongio powmmen?
gecrgis.goy > Agencies & Srganizationg = Manday, March 10, 2003
G > aboyt Us
About Us Selected Channels: Home»About Us m
Mission Channal & I— 6]
(Channal A & chosen becausa it links to &
Divisionssand ces About Us

a navigation channeal; in this case, About Us)

Contact Infgrmat
News B Ewve
Services
Publications

Me dolore consequat lobortis abigo eu velit iusto et ut duis

vulputate delor. Visit autam val sum iriure delor in hendrart
Channel A |n vulputate velit esse vy dolor molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero etercs et accumsan
et iusto odio dignissim qui blandit prassent luptuytet, Ne
dolore consaquat lobortis abigo eu valit iuste et ut duis
vulputate dolor. Visit autem vel eum iriure dolor in hendrarit
in vulputate velit esse y dolor molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero eteros et accumsan
et iusto adio dignissim gui blandit praesent luptuytet.

Back to:
Home

Mavigation Channel Linke: Mission Selected Channels: Home>About Us>Mission
Channel A
U:l'lll'l mal Ais ehozan bacauss it links te a nwlgutlnn
channal; in this cases, Mission)
See Exhibil 2.5.4 for an example of this third level page

Content Channel Links: Annual Report Salacted Channals: Homea=About Us
Channel B
Budget Report {Channel B is chosen because it links o & content
channal instead of & navigation channal)

quorgia.goy | Privacy | Important Hobices | Accessibiliey | Portal Assistance

Subportal Third Level Page

geOrgia.gov
inkine oooes o Georgio powmmen

Aaorgis.goy > Aganciag & Srganizationg > Maonday, March 10, 2003
G > about iz
About Us Selected Channale. Hamea>Absut Us>Mission m

Mission — Channel A

MISSION / (Channel s chesen bacause it links to & I -
Divisions and Offices / navigation channel, in this case, Mission)
Contact Information Me dolore consequat lobortis abige eu velit iusto et ut duis
News & Events vulputate dolor, Visit autem vel aum iriure delor in hendrarit
Sarvices in vulputate velit esse v dolor molestie consequat, vel illum
dolere eu feugiat nulla facilisis at vero eleres et accumsan
Fublications at iuste odio dignissim qui blandit praesent luptuytet, Ne
dolore consequat lobortis abige eu velit iusto et ut duis
Back to: vulputate delor. Visit autem vel eum iriure doler in hendrarit
Home in vulputate velit esse ¥ dolor molestie consequat, vel illum
dolore eu feugiat nulla facilisis at vero etercs et accumsan
&t iuste adie dignissim qui blandit praesent luptuytet,

gacrgia.gov | Privacy | Immportant Hotices | Accessibility | Portal Assistance
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Intention Based Quick Links

gelirgia.gov
Tk gt e Wy Cope gy e serm

decegingoy > spgreoas & cngphipplions > Daparimant
Aot L

Divislons & Offices Contact Information EE——
Cantact Information | B

E-mail E-imail Channal Heme=Conbent Arsa=Tools -

Mailing Address h"-n,_H__ :hﬂl

Hailing Address Tagen Indes

Phans Mumbsrs

pubibs Belations Crffsce Chaenain m-w‘:mm e [ wwant bo ..

v Dlirkihlone o » Find a distrct abtorney
Sarvices " . Howdol..
MeEws & Evenls M g | —— . ;
Multioultural Resoiroes & « Find g public Worary

. Related Links

Back ba:
Nate Amiwted Links ——— ’ Ef

pacrgia, goy | Privacy | Importent Hobces | Accessibilfy | Pomal &ssistanos



Section 2 — Getting Started 2.6 — Business Card Channel Exhibits

&} Content M ansgement Apphcation - Micimeolt | nbemet Explones

I 2
Cont et Itarm Indas: {H640) E | IH E = ! 91 E
channel: [ 41 Channels =]
Item Type: rﬂm Skatus: Sort By: |\'_'rc~.:tr:d ;l |Lc'-:-cr:nd 1-;:' Items per page: |15 = Dizplay |
IContent Ttems Page 1 af 1
[ie)] Title Channel: Provider Craated Expiras Stotus
™ Article XT Home C Channel: Heme B

r _f;] 4 Hick of !l-I|r|11-|r}'|:|r:r{:.'\rn hove to stop thom / GTA 107702 4:02 PM v
r &y Coatact Taformalion GT 10402 12:27 PM Lrve
E & 1e00: Mams of Agency / GTA 10402 10: 50 AM Live
r 8 43 Million .-.»-.um\ 3

x for Enhanced 911 Services GTa 3T 4213 PM Live
Channel: Home A
™ Image
r ﬂ | 565 ’-Chann&L HHd&rImaﬂ& GTa 1002 10: 54 Ak (]
r _J 1 S GTA LOSATD2 100 4E AM Live
Channel: Homelmage Page Lof 1

Compare the content items above indicating the associated Channels with the following example of a
Business Card page showing the Channel content areas. An example is the News and Events section on
your Business Card. The items you see listed are channeled to that section by using the “Home B”
channel.

| Fle Edt View Fagvostes Took  Help

Channel for logo:

e .
geCrgia.gov Headerimage

Onfine oooess o Georgén govemmant .
Image size should be 316 x 67
guargla.gow | Agendes & Organizations | Stemap | FAS | Help Wednesday, Ocober 0%, 2002
Department of ..... (Title from article below)

Channel for article that will appear
in this space:

Channel for this image:

Haome A Homelmage

Image size should be:

240 x 240
Mora =
Mews & Events Contact Information
. Website: 4= Channel for Contact
Article 1 Channel for articles to Address: Informaticn:
aes Appearin News/Events:

Article 2 Home C

Home B Phone:

Fax

Article 3

|
georgiagoyv | Privacy | dccessibility | Portal Assistance




Section 3 — Creating Content Items 3.1 - Beginning Instructions

Creating a New Content Item

1) From the Content Item Index page, click on the down arrow at the Choose An Item drop-down
window on the top blue bar as indicated below.

2) Select the content item you wish to create — ArticleXT, File, Image or TeaserXT. See Section 2.4
for a description of content items.

3) Click the plus sign beside the window.

Creating a New Content Item

Content Item Indesx: Agency (6056 Corderi 10 |58 | EOEEEEN @
0 \n tem
-'-mcleYl =
Channel: |a.]| Channels Filla IMSM'r ITEMS

Image {

Type: |ArticlexT Stote: [Warking Sort By MudIIIEd Dt 2 #:ankse T \ |

- g ] T’ 1
IF-E = meady To Lawnch x| " [Ceseanding =] e Select ltem

4) The editing screen will open.

a. Expand or minimize all sections at one time by clicking the up or down arrow located at
the top right corner of the screen.

b. Open or close one section at a time by clicking the blue icon located opposite the section
on the right side.

Editing Screen

Content Item Index: Agency (G056) | E | E . . m.rﬁ E
Create ArticleXT Expand All — « &
\

Title: | Minimize All
Content / =
Assat Sharing Press to expand cne seaction / g

at a time | press again to close '
Cateqorization \ =
Bchaduling =
Change State: & Warking © Ready To Lawnch © Uve © archived © Expred Provider; |GTA =
I SAVE I RESET I CANCEL

5) At the Title window, enter the title as it is to appear on the site.
6) Click Icon to expand the Content Section.

7) The Content Section will differ depending on the Item Type you have chosen to create. Continue
to the instructions in the Section listed below for the specific Item Type you are creating:

ArticleXT — Section 3.2
TeaserXT — Section 3.3
File — Section 3.4
Image — Section 3.5



Section 3 — Adding Content Items 3.2 - Instructions for ArticleXT Content Item
Instructions specific to adding or editing an ArticleXT

1) The first time you create a new ArticleXT, you will be prompted to install the eWebEditPro content
editor. Installation is quick, easy and will save you time and energy when entering content into
your agency’s Website. If you prefer to continue using HTML, you have the option of not installing
the software, or you can switch to a Code View within the software by clicking on the view as
HTML button ( I--‘i| ) as shown below. See reference guide for eWebEditPro in Section 8.1 for full
installation instructions and Section 8.2 for a user reference guide.

2) Enter your ArticleXT text using the Content Editor or the HTML option. (With the current
templates, you have an area that is approximately 400 pixels wide to work with (including table
cellpadding, cellspacing, and the width of all horizontally aligned graphics.)

Adding ArticleXT Text Using eWebEditPro Content Editor

Content =]

Content Item Management: AMicleXT Create/Edit

AdicleBody |S i @A@MMAALSE <o Yo % -ME DR EEe EEa1N

B S U A £ 5 r'i;n:n“ﬁ"TM'E' =

This is an axample how your beet will loak = the Artscle HTHL adit mindow using the eWebEdtRra contant aditar. =

Febresry 12, 2003 marks 270 vears since General James Oolethorpe and his shipload of setiders reschad their new hame
Georgia. The last of the 13 Bribsh colerees on the Aflantic seabosrd, Georgia was Founded on February 12, 1733 at the pre
Sawannah.

s OnJuns 9, 1732, King Georges 11 granted & charer to Gglethorps and & group of 20 friends, organized as trastess,
namied Far the king. Ogletharpe’s cancern for the paverty and usemploy et in England motivabed him to Bels raly
harsh conditions fawrd in debRors’ prisons. It mas alss hoped that foandeg & mew colony would incresse trade and |
butfer for South Caroling ageinst sttack by the Spanish, the Franch and the Indians,

Adding ArticleXT Text Using the HTML View Option

Content =

Content Item Managerment: ArticlaXT Create/Edit

AicleBody | A ip AN S o T e AE -ME |DE EEee eEa1R
BJUA|L% |[mpoemé, -

{prTHAS LF BB ABLCOBraEssT L8/ BIIHNE> BOW Towl Lent wALL LooN Im Uhe Articie HTER edit visdow wsing Lhe
HTEL View OpUEoE. </p>

iprFebcuary 12, 2000 masks 270 yease pince Caneral Jamss Oglethorps and Rie shipload of settlere coachad
thaicr nev kome and Toundesd the Coltay of Ceccgia. The Iaat oF ke 1) MRitinhk coloaiss on the Atlentic
pitabepkrd, &R LRI o8 hEa@="RuLp) L7 EEE. PO EL s, P "rtsorgiad ar el EGD wan foundsd on Febresry i35, ITID a1 be
present site of the C1Ly of Savantah. o pr

i

Lix

divrim June ¥, 17)1. King Geocge 11 granted & Charter ©o Oglechorpe and & group of 20 friends, oognaized ap
|r|_ GTEel. O SAtADlish & Colony mamed for the Ring. Oplethorpe’s phCefE D00 The povwerty ssd apseplopssal 16

3) Article Icon and Teaser Image are only used on select templates. Author is not used at this time.

4) Enter a description if desired in the Teaser Body text box. This section is used to give a brief
description of the subject TeaserXT as shown below. Teasers will not display on the home page
but will display on secondary pages.

Executive

Includes the Office of the Gowvernor, Lt. Sovernor, Secretary of
State, attorney General, Public Service Commission, State Schoaol
Superintendent and other elected officials.

5) To add an image to your article, click on the Browse button and navigate to the location of your
image file. Highlight the file you want to use and click Open. See Section 3.5 for image
guidelines.

6) Enter the description of the Image. This will display as the “Alt” tag of your Image on the site.
The Alt tag is the text that displays when the cursor hovers over the Image.



Section 3 — Adding Content Items 3.2 - Instructions for ArticleXT Content Item

7) To add associated documents to your article, enter the Attachment File Description in the proper
fields and click on the Browse button to find the local file you would like to upload. Use
georgia.gov’s standard naming convention for the “Attachment File Description” area, which is
Filename (file format, pages [if applicable], and file size).

Attachmaent #1
attachment &1 Local File Patte | A Documents\Board Mecting Minntes Browse...
Attachment #1 CMS Path: >

Attachmant #1 File Descrption: | POF, 10 Pages, 1 KB LI
=

The icon next to the link will automatically display according to the file’s extension. For example,
by uploading a file named “report.doc,” the Word icon will be displayed. File types that can
automatically reference the appropriate icon are: Microsoft PowerPoint, Adobe PDF, Microsoft
Word, ZIP compression, Microsoft Excel, Images (.gif or .jpg) and Audio.

The display will appear as in this example:
Associated Document(s):

Slide Prasentation of Board Meeting

8) Continue to Section 3.6 for further instructions on completing your content item.



Section 3 — Adding Content Items 3.3 - Instructions for TeaserXT Content Item

Instructions specific to adding or editing a TeaserXT

1)

2)
3)
4)

5)

6)

Enter a description if desired in the Teaser Body text box. This section is used to give a brief
description of the subject TeaserXT and will display on secondary pages.

Teaser Icon and Teaser Image are only used on select templates.
Under Link, enter the title in the Link Text window.
Enter the URL in the Link URL window.

Select New Window for any link directing to a page outside of georgia.gov. Select Same Window
if link is directing to any page within georgia.gov (including other subportals).

Continue to Section 3.6 for further instructions on completing your content item.

Contant :I- -

Contant Item Managemant: TeaserdT Croata/Edit

Teasar Body =
Enter teaser text (description of link) here.

Teasar lcon

Teaser [con Lstal File Path: | Browse

Teaser lcon File Descnption

Teaser [con CHS Path

Teasar Image

Teaser Image Local File Path: | Browse

Teaser Image File Description: |

Teaser Image CMS Path:

Link
Link Text: [Sample Teaser L Enter Title
Ltk URL: [hyp: digamia, gov Enter URL

Link Target: & naw Window © Same Window



Section 3 — Adding Content Items 3.4 - Instructions for File Content Item
Instructions specific to adding or replacing a File
1) Click on the Browse button located beside the Local File Path window.

2) Select the file you wish to use from your directory.

lontent Itam Indax: Agency (6056) 1 ! LA E T EEEEE B
Edit File s .
Title: |ﬂ': Mews Sample - File
Content i
pacal Flle Patl I—QB L dem Erowse and select file
Current CHMS File Path: »Applicatons>YoHportaaFiles>CIT_1210>582297 0sampla_pdf_1.pdf
File Description: [The sescciption of your Link goes hece.

3) Provide information in the File Description about the file and the file type and size. You will also
want to provide a link to Get Adobe Reader somewhere on your page.

a) Suggested text for providing the Adobe link:

To view PDF documents you'll need the free Acrobat Reader. (Make the words Acrobat
Reader link to the Adobe site: http://www.adobe.com/products/acrobat/readstep2.html)

b) The following two examples illustrate two types of descriptions. It isn’t necessary to add a
description if your link name is self-explanatory.

Childhood Immunization Schedule

A schedule of the routine administration of the recommended currently licensed
childhood vaccines for children through age 18 provided by the Division of Public Health.
Adobe Acrobat Format - 41K.

OR

FY 2003 Agency Name Annual Report
PDF, 41K.

7) Continue to Section 3.6 for further instructions on completing your content item.


http://www.adobe.com/products/acrobat/readstep.html
http://www.adobe.com/products/acrobat/readstep2.html

Section 3 — Adding Content Items 3.5 — Instructions for Image Content Item
Instructions specific to adding or replacing an Image

1) Click on the Browse button and navigate to the location of your Image file. Highlight the file you
want to use and click Open.

2) Enter the description of the Image. This will display as the “Alt” tag of your Image on the site.
The Alt tag is the text that displays when the cursor hovers over the Image.

sontent item Indes: Agency (G056)

Edit Image +-

Titlm: [sample agency loge

Contant =

Path to New Image: Erowne.. | -@Erowse and select image.

Curreént CMS [mage Path: >appicationd>VaNportal=FilessCI1T_1212»11>31>5396808Headerimage. of

Image Descaplon: [Sample hgency Logo
Displays as “Alt" tag in brower.

Image Guidelines

1) The dimensions of your images should be as follows:

Agency Logo — size must be 313 pixels wide by 67 pixels deep.

Agency Image — size must be 472 pixels wide x 124 pixels deep.

ArticleXT Image - cannot exceed 130 pixels wide x 100 pixels deep. It can be smaller if
necessary.

ArticleXT/TeaserXT Icon: 18 x 18

2) Always set images to 72 dpi and keep image size under 30k.

3) GIFs and JPEGs are the two suggested file formats for the Web. JPEG is better for photo
images because it supports small variations in color and shading. The GIF format is well suited
for text, graphs, icons, charts and other simple graphics.

4) Macromedia Flash files can be loaded as an ArticleXT icon or image, TeaserXT icon or image, or
as an Image content item. No coding knowledge is necessary; simply upload the file as you would
any image, map it to the proper channel(s), and the code will be generated automatically. Use
the same sizing guide as listed above for images.

5) There are often issues or limitations that an agency should consider when using certain graphics
on georgia.gov. Please review section Section 5 — Tips and Techniques including Graphics
and Multimedia in the Joining georgia.gov Guide online.

6) Continue to Section 3.6 for further instructions on completing your content item.


http://www.georgia.gov/vgn/images/portal/cit_1210/3618694JGGGV2.0.pdf

Section 3 — Adding Content Items 3.6 — Categorization, Scheduling and Saving
Categorization

1) In the Categorization section, select the appropriate channel(s) from the Available Channels
window to place your content item at the desired location on your site. Note: See Section 2.5 -
Channel Exhibits for a deeper understanding of navigation and content channels.

a. Click the right yellow arrow to add multiple channels to the Selected Channels window (or
double-click to move one selected channel).

b. The channels you highlighted should now be showing in the Selected Channels window.

c. If your site has numerous channels, you can use the Channel Filter to enter in search
criteria to narrow your selection. For instance, if you enter “About Us,” and press the blue
icon, then only the channels with “About Us” in the title will appear.

d. You may deselect a channel by highlighting the channel in the Selected Channels
window and clicking the left yellow arrow or by double-clicking. This moves the selection
back to the Available Channels window. The yellow up and down arrows to the right of
the Selected Channels window changes the order of the channels.

e. On the Business Card, the only ArticleXT you will be adding is a News and Events item.
Therefore, the Home B channel is the selection you want to make. Additionally, on every
content item, the Agency Home channel has to be selected.

Categorization =

avalable Channels

Coment Anea -
l"'_.-:.rq;r.'. Au;.;:- Chareel £ j Select channels from the

Available Channels box

Conlert Area> Homelmage
Corart Argas Homin A
Cornferd Asea> Home C
Ciorderd Asgas Home D
Corent Ared> Home E
Conert Argar How Do

Enter search Conerd Anga> | 'Wanl To =
criteria to narrow
. S channel Filter )
choices P Right yellow arrow adds channels

) Left arrow removes channels
Salected Channels

Conlert Arsa> Home B A Selections appear in
Conlerd Area> Chareel B the Selected Channels box
Harne k

Scheduling

1) This section will be used only when you need to set a future launch, expire or archive date for
your content item.

a) Click on the calendar as indicated and select date
b) Click on the down arrows of the time indicators and select times

Scheduling  Click on calendar to choose a date =

A !AEEI 3. [ e Click on down arrow to select time
Archive Date EO - -

Expiration Date Eo [ =2: =



Section 3 — Adding Content Items 3.6 — Categorization, Scheduling and Saving

Saving the Content Item
1) In the Change State section, select a status (the default is Working).
NOTE: If you leave an existing content item in working status, it will be removed from the
live site. You will want to be sure to mark it live before saving to avoid this. If you need to leave
a current content item in working status for review, it is best to create a new item to leave in
working status until approved, then launch the new content item and expire the previous one.

Change State: = Warking  meady Ta Lammch  ©C Live © archived 1 Expired Provider: |54 =

I LAV I GELETE l RESET I CANITL

Listed below are descriptions of each available status:

Working: Item will be in a working status and not on live site.*

Ready to Launch: Item has a future launch date.

Live: Item is available on live site upon save.

Archived: Item is not available on live site, but remains searchable from
archive search database. (Can be accessed by direct URL)

Expired: Item is not available on Live site and is removed from archive

search database.
2) Click the Save button to save your changes.

3) If you did not click the Live button and a “Working” status appears next to your item, you will need
to launch the item to make it Live.

a. Click in the checkbox located left of the new ArticleXT, then click on the launch icon
located in the top menu bar: 7|

b. You can also archive, expire or remove a content item in the same manner by clicking the
respective icon. If you hover over the icons with your cursor, you will see the action
description of that icon

L'I Launch

= Expire

[ Archive

2 Remove (Delete)

c. A message will appear asking if you want to “Launch selected content items?” Click OK.
The status will change to “Live.”

As a reminder, working status items can be viewed by clicking on the preview icon A to the left
of an individual content item to view just that item or from the Site Index page (to view the entire
site including working items.)



Section 4 — Administration Responsibilities 4.1 - User Roles
georgia.gov Content Management System User Roles

Roles map relationships between users and their level of authorization. In other words, roles determine
which features a user can access and which functions they can perform. Currently, there are three roles
available: Administrator, Channel Producer and Approver. Only the Approver role is available for
Agency Business Cards.

Administrator
The default Agency Administrative user has authority to access the following features:
(Note: See detailed instructions on how to manage these features in Section 4.)

Edit the Site values.

Enter, edit and manage content items from the Content Management Index.

Create and manage channels through the Channel Hierarchy link in the Site Management Index.
View Child Sites.

Enable/Disable Website.

Launch Website.

Clear Site Cache.

Channel Producer
(Note: See detailed instructions on how to manage these features in Section 4: Site Administration.)
The Agency Channel Producer user has authority to perform the following functions:
e Create and manage channels through the Channel Hierarchy link in the Site Management Index.

Approver
The default Agency Approver user has authority to access the following features:
(Note: See detailed instructions on how to manage these responsibilities in Sections 2 -3.)

e Enter, edit and manage content items from the Content Management Index.

Adding Users:

Groups and Roles have already been defined in both the CMS and georgia.gov Content Management
System from your initial setup process. All users must be added by GTA georgia.gov Content
Management System Administrators.



Section 4 — Administration Responsibilities 4.2 — Channel Hierarchy
CHANNEL HIERARCHY

Overview

Channels provide a means of organizing and delivering content to the end user. A georgia.gov subportal
initially has five main navigation channels defined:

About Us

Divisions & Offices
Contact Information
Services

News & Events

Two agency specific main navigation channels are available to add in addition to the five that are
predefined on a subportal page. You can also create as many sub channels as needed that define the
site’s subject matter, and the resulting hierarchy provides users with a "road map" they can use to
navigate to content on the site.

In addition to the 7 primary navigation channels, there are 4 secondary channels available for use. All but
the Sitemap can be turned off if so desired. The Sitemap is automatically populated with the taxonomy of
your site.

FAQ

Sitemap

Career Opportunities

Employee Intranet (a link to an agency-hosted intranet)

Sample Channel Hierarchy
Channels on a subportal can be nested as many levels deep as needed to support your site’s taxonomy.

About Us
Divisions & Offices
Administration
Personnel
Public Relations
Services
License Renewal
Document Ordering
Tax Forms
Personal
Business
Small Business Forms
Other

After the second level, a “Back To” section displays and will expand as the user proceeds deeper into the
navigation.

For example, if you have navigated to Personal Tax Forms, you would see:

Back To:
Document Ordering
Services

Home



Section 4 — Administration Responsibilities

To view the Channel Index page:

4.2 — Channel Hierarchy

1) From the Site Index page, select the subportal in which you want to manage channels.

2) Click Channel Hierarchy in the Layout section of the left navigation bar on the selected
subportal’'s menu page.

3) The first items listed are the display types and should never be changed or modified. Any change

in these channels could result in errors in your site.

Gite Manager: Agency (6L

Channel Manager

EEEE  EEEE

General
Hite
Lsnrs

Content
Managermamnt
e Types

Workflow

EM Categories

Providers
Layout

View Hbrary
Button bars
Application
Ragister
Comfigurs

Application Mgmt

9 vicreTe

™ Mame (1D}

M B Home (942256

ra
r&a
r&
(el + |
(] - |
rE
] + |
ra
i + |

At Your Service (49397
Chanmgl & (5F091E3)
Channel B (52091357
Horme & (S209101%
B B {H209 1033}
Home O {5209 105%
Home O (5209107
Homie E {5209 1057
Homelmage (52091113
Emature (49417
Headlings {49433

Hove Do [ {4945)
LWant To (49478

about s (9422 58
First Suly Chamnnel (Se50F64)

Channel Index

These are generic
georgia.gov channels

and cannot ba adited,

Add Sub
Second Sub Channal (59526343 | navigation
Divisions fy Offices (422607 channels
Contact Information {942362)
Servicas (I47264)
Mo B Evants (9423667 —

rm—
Agancy Specific tem (942768 )
agency Specilic [Dem ¢ (SE95FI0]

Description

This i whare tha brief desoiption of tha
channel goss
This is whare the brief description of the
channel goas

Edit channel name and

add sub navigation channels



Section 4 — Administration Responsibilities 4.3 — Channel Management

Editing Channels

If the channel has been imposed on the site (using asset sharing) you won'’t be able to edit its name or
delete it but you will be able to add sub channels to it. You will be able to edit the name of the Agency
Specific Link and the Optional Agency Link channels and add sub channels to them.

To edit a channel:

1) Click Channel Hierarchy in the Layout section of the left navigation bar on the subportal menu
page.

2) Click the name of the desired channel in the Channel Index page you wish to edit. The Edit
Channel page displays in the content area similar to adding channel Image.

3) Change the title in the name field if necessary.

4) Select the appropriate Channel Front Door View. This selection assures the channel will appear
on the sitemap and also sets the display order of content items.

GTAChannelFrontByCreateDate

GTAChannelFrontByModifiedDate

GTAChannelFrontByTitle

GTATopiclndexChannelFront (Page will display A through Z at the top and content items will be
sorted and divided alphabetically.)

5) Edit the Description field if desired. This description will show up as a TeaserXT of the channel
link name.

6) Select order in which channel appears in the Child Channel Order field.

7) Save or Cancel.

Bite Manager: Agency (G056 Channal Managar EEEN| BRE

General Edit Channel =
e
Hite Parent Channel: |Home *| e Select/'Change Parent Channe
Users
Name: [About Us
Content Channal Frant Doar View: [(NONE) =| pm Solect Sort Order
Managemeant
[t Types Default Warkflow:
WaorkHaws GTAChannelF entBy CroateDale
KM Cota orias Description: |GTAChannelF rorsBytodifiedDaie ;]
:lr.:u-il.'h.n_ (GTAChannelF rortByTille Ender descriptian wers
: GTATopickndesC hannolFron =M |:--f:-'-'l?r.-:ll =
Layout
View library =
Channel kararchy Qrigin Site: Agancy (B056)
] ars
Button bar Standaed Image Path | ey
Application (Mo image)
’("_"‘".l"‘_":"‘" Meuseover Image Path: | Browse
rafiguers .
(Mo amage)
Application Mgmt Active Image Path: [ Eiase.. B
(Mo image)
Mausedver Active Image Path | Browta
£ viGNETTE (o irmage)
channgl Manager Roda: |
1s Bhortcut? © yae & g
Child Channel Order: [Fig) Sub Channel S950264) o
e - k : e Select Channel Order
Second Sub Channel (5552624) = b
A
r 1




Section 4 — Administration Responsibilities 4.3 — Channel Management
Adding Channels
1) Click Channel Hierarchy in the Layout section of the left navigation bar on the subportal menu
page. The channels with “+” buttons to the left of the names starting with Home are navigation
channels
2) Click the “+” or add button next to a specific channel you wish to add a channel under.
3) A new screen will appear allowing you to add, delete or change sub channels.
4) Type the name of your new channel.

5) Load Values From is an optional field that is not currently used.

6) Select the appropriate Channel Front Door View. This selection assures the channel will appear
on the sitemap and also sets the display order of content items on that channel page.

GTAChannelFrontByCreateDate

GTAChannelFrontByModifiedDate

GTAChannelFrontByTitle

GTATopiclndexChannelFront (Page will display A through Z at the top and content items will be
sorted and divided alphabetically.)

7) Entering a description in the Description field will create a Teaser that will appear under the
channel link name on the Web page. Leave the Description field blank if you prefer not to have
the Teaser language.

8) Save or Cancel.

Site Manager: Agency (6056) Channel Manager

Add Channel =
General
Site Parent Channel; | Abhout Us -
Usgrs
Load Values From | [about Us = topianan
Content
Managament Manme: [ ‘*
Item Types Channel Front Door View: IW
workflow : ' <
EM Categories Default Workflow: [NONE] =
Providers B y
escription: -
Layauk
Wiaw library *
Chanmel higrarchy
Buttomn bars
Anplicat Orgn Site: Agency (GO56)
pplication y Bath:
Register Standard Image Pat |' Browsa.
Configurs (Mo image)
L Mouseawer Image Path: e
Application Mgmt [ M
(Mo image )
Active Image Path: | Browee,
. (O wrrrage)
ﬂ VIGNETTE Mouseovar Active Image Path: |' Browse.
(o srmage)
Channal Manager Role: |
Is Bhorct ¥ & v & g
Jissot Sharing Status: Using Owrnr Set
tass  Impsss  Dsheril  Ca-Own
(x, o & © child site (10}
L © & C Home {56906
& e~ o i ===DEFALLT_VTR_SITE--- (2635322)
Mote: reguired fields appear in bold type Save | Cancel |




Section 4 — Administration Responsibilities

Enabling/Disabling Channels
A channel must be enabled to access the channel or to be displayed. You will see new channels
displayed in italics; this means that the channel is currently disabled.

To enable or disable a channel:

1) Select the check box(es) for the desired channel(s) on the Channel Index page.

can select more than one channel at a time.

2) Do one of the following:

4.3 — Channel Management

NOTE: You

e To enable the channel, click the open lock button !i" located in the top menu bar of the
Channel Index page.

e To disable the channel, click the closed lock button ﬂ located in the top menu bar of the
Channel Index page. Disabled channels appear in italics.

NOTE: Enabling/disabling a channel on a site will also enable/disable that channel on any of the site’s
child sites which share the channel asset. If the channel has been imposed on the site (using asset
sharing), you are unable to enable/disable the channel.

Gite Manager: Agency (G056

Chanmel M

i P P

General
Hite

Users

Content
Ml e g
[tierm Typass
Workflowe
EM Categornies
Providers

Layout
Wigwe lbrary

Button bars
Application
Register

Configasre

Application Mgmt

&9 viGNETTE

™ Mame (10}

At Your Service (4939
Channal & (5200115
Channel B {S209115)
Home A& (5209101)
Hame B (5209103 )
Homg G (5209105
Hge O (5209107 )
Homg E {S2091097%
Harmaliiags (52091 18%
Ewature (4941
Heagdllngs {4943
Howve Do | {#945)
LW ant To (4947

I E Home (942256)

FE aboutus (992258)

r J Sechnd Siib Channal {5052634Y

ra Divisions & Offices {O42F60)

ra Contact Information (94236323
ME  services (9422643

r.;d Mg e Evants (9422667

FEB  Agency specific Item (942268)

r _H. Agency Spacilic [tem ¥ (5EO5337)

Channel Index

Ralies indieas
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desabled
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This t5 whare tha bnet descnpbon ot the
channel goas



Section 4 — Administration Responsibilities 4.3 — Channel Management
Deleting Channels

1) Click the name of the desired channel on the Channel Index page. The Edit Channel page
displays in the content area similar to adding channel Image.

NOTE: If the channel has been imposed on the site (using asset sharing), the Edit Channel page
will simply display the current channel information without allowing you to delete the channel.
Click Cancel to return to the Channel Index page.

2) Click Delete. The Channel Delete confirmation page displays.

NOTE: The Delete button is available only if you are editing an existing channel.

3) The Delete Confirmation page lists all child channels for the current channel, and lets you indicate
whether you want to delete them along with the current channel.

NOTE: Deleting channels is permanent and cannot be recovered. Please confirm that you are
deleting the correct channel.

gite Manager: Age (GG (hannel Manager

General Edit Channel =
Sita Parent Channel: [Hmr.e =
Users
Mames: [Khout Us
CD:':I:-EI‘It i Channel Front Door View: Im
anagemen
ltam Typas Default Workflow: |[NONE) =
wWorkflow Daserintion:
EM Cateqorias CripHen =
Providers
Layouk
wiaw library =
Channal higrarchy Orign Site: Agency (E05E6)
Button bars
Standard Image Path: | Browss..
Application (Mo irrage)
Register Moussower Image Path: rOwEe.
Configurs |;:M'.| ) M
VT
Application Mgmt Active Image Path: | Brewsee...
(Mo inage)
Mouseover Active Image Path: [ Browse.
£ viGneTTE (o image)
Channal Manager Role: |
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Chid Channel Order: [Fist Sub Channel R0
Second Sub Channel [B852524)
i
) ¥
Plote: reguired fields appear in bold type Save | Delete | Cancel |




Section 4 — Administration Responsibilities 4.3 — Channel Management
Launching the New Subportal Site and Disabling the Agency Business Card
If you've been given the approval to launch your new Website, please perform the following tasks. Please
note that you'll need to perform the following tasks prior to midnight the evening before your intended
“launch date”. If you have a business card Website that is currently using your preferred domain
name, then you'll have to follow these instructions through How to Disable Your Business Card.

1) Login to georgia.gov Content Management System.

2) Atthe Site Index page, click on your agency site.

3) On the Edit Site page, change the Host: Port name to your live domain name as follows:
WWw2.agencyacronym.georgia.gov.

4) Click the Save button at the bottom of the Edit Site page ( Sawve ).

5) All Content Items marked “created” must be launched “live” if you want to view them at the live
site.

6) Delete unused training content because it takes up room on the server.

7) Enter your new URL (http://www.agencyacronym.georgia.gov) in a browser to confirm that your
new live site is working properly.

Site Managor:

Edit Site =
General
Bite Parant Bite: The sde can not be re-parended because
Usgrs Ehis Site iS5 using Afsets fom othar sites.
Content Mame: Acronym home
Managamient .
tem Types Description: [Name of Agency -
wiorkilog d
EM Categorins
Providars
Layout
Wigws libsrary Greated; J1/15/02 10:59 AM
Ghannel higrarchy Maodified: G/23/03 9137 AM
Button bars
) Has Personal Pagest  © ves & Mo
Application
Registar Has virtwal Team Rooms?: © ¥as & Mo
Gonfigure
Application Mot o B
Value  Value
Property: Valua: r r
OIWGNETTE' Is Secure Site? © ves F Na # r
Host:Fort: :www2.ugerl:'r'zL'u'll.-l'l.geu'g B.gav r r

How to disable your Business Card (if applicable):

1) Return to the Site Index page.

2) Click on the box to the left of your Business Card Site.

3) Atthe top of the page, click on the “Disable Items” icon ( )

4) Click on the site name and enter the words “enter domain name” in the Host:Port: field.

Clearing the Page Cache

1) Paste the following address in the Address Field of your browser
(http://www2.georgia.gov/tools/clearcache)

2) Paste the address of the page to be cleared in the appropriate URL field and click the Continue
button.

3) Navigate to the applicable page in your Website and hit your keyboard Control button and
the browser's Refresh button simultaneously several times, if necessary, to ensure the page is
displaying properly.



http://www2.georgia.gov/tools/clearcache

Section 5 — Reference Materials 5.1 — Content Management System Editor

Installing the Content Editor

You will be prompted to install eWebEditPro the first time you open an ArticleXT content item in the
georgia.gov portal. eWebEditPro is a WYSIWYG (What You See Is What You Get) content editor.
Installation is quick, easy and will save you time and energy when entering content into your agency’s
Website. If you prefer to continue using HTML, you have the option of not installing the software, or you
can switch to a Code View within the software by clicking on the view as HTML button ( [ ). See
reference guide for eWebEditPro in Section 8.2.

To install the eWebEditPro software, you will be prompted in the following manner:

“The page you are trying to view contains Ektron's eWebEditPro editor. It will appear within your browser.
It allows you to enter content for Web pages as easily as using a word processor.”

Before you can use eWebEditPro, it must be downloaded into your browser. When you click the Install
Now button at the bottom of this page, eWebEditPro will automatically be downloaded and installed as a
plug-in for Microsoft Internet Explorer. This process may take several minutes depending on the speed of
your network connection. Once downloaded, eWebEditPro will only work on the computer it was installed
on. If using a different computer or browser, you will be required to reinstall eWebEditPro.

In order to proceed with the installation, you must have authorization to install programs on your
computer. If you currently do not have access, please contact your local computer support personnel or
network administrator.

Messages may appear during the installation process. The first is from Ektron. The others, if they appear,
are from Microsoft. If they do appear, please click Yes to proceed.

Check your Internet Explorer security setting. It must be set at Medium or lower to permit downloading
and running ActiveX controls. From the Tools menu, select Internet Options and click the Security tab.

Depending on your security settings, you may also be prompted with the following questions:
Do you want to allow software such as ActiveX controls and plug-ins to run? Click Yes

A script is accessing some software (an ActiveX control) on this page which has been marked
safe for scripting. Do you want to allow this? Click Yes

Click on Install Now to proceed, or Cancel if you do not want to install eWebEditPro.

If successful, the words "Installation Complete" will appear. You will not need to reboot, and you can use
it immediately.


http://www.ektron.com/
http://www.microsoft.com/

5.1 — Content Management System Editor

georgia.gov Content Management System Reference Guide

Section 5 — Reference Materials
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WYSIWYG Table Tool
To include a table when creating or editing an ArticleXT, click on the Table button in the toolbar
above the Article Body text field.

Insert Table will be the only option at this point. Once a table is created, the other options become
available.

The next screen is the Insert Table dialog box. The values in this dialog box determine how your
table will appear in regard to rows, columns, alignment, colors, etc. The default values are 2 rows,
2 columns, white background, 75% width, etc.

(NOTE: Clicking “Unassigned” gives the table a transparent background and will display the color
designated in the page’s HTML background color.)

Once the table is inserted, you can change values, placement and appearance of elements by
right-clicking anywhere within the table.

Most of the features in this menu are self-explanatory, including toggling the view between
WYSIWYG and HTML. However, the following may not be intuitive:

e Menus — Calls shortcuts to special commands — Edit, View As, Paragraph Format,
Special Characters and Table.

e Clean HTML — Removes superfluous HTML coding, such as generated by Microsoft
Word and similar programs.

¢ Table Properties — Calls a window similar to “Insert Table” with options to change size,
layout, borders and background.

e Cell Properties — Options to span rows or columns, specify cell layout, borders, and
background.

NOTE: If the width of your table is wider than the width of the main area (which is 408
pixels), content may not appear in its entirety.
Using Color in Tables

If you require the use of colors in tables, please use the colors and their corresponding hex codes
depicted in the following example:

March 2004
Sun Man Tue Wed Thu Fri Sat
1 z 3 4 g g #EZE1C3:
: Headers
F1F2E4 7 ] 9 10 11 1z 13
Accented and Borders
Table Cells 14 15 16 17 15 19 20
Z1 22 23 24 23 26 27
Za 29 30 31

For a list of other colors and suggested usage, please refer to the georgia.gov Styleguide located within
georgia.gov at Government/State Government/Intergovernmental Services/Joining georgia.gov
Guide/Associated Documents. The latest copy of this Subportal/Business Card training manual is also
available from this page.
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HTML Guide

What is HTML?

HTML is a document-layout and hyperlink-specification language. HTML is an abbreviation for HyperText
Markup Language.

What is it for?

Its fundamental purpose is to define the structure and appearance of documents so that they might be
delivered quickly and easily to your display device (browser).

How does it work?

You surround your page content with special embedded HTML tags that act as directions to the browser
to display the contents of the document, including text, images, and other support media. The language
also tells you how to make a document interactive through special hypertext links, which connect your
document with other documents in yours and others’ collections, as well as with other Internet resources.

My page is not displaying properly. What is the problem?

You might have forgotten to close your beginning tag. Each line of content has to be surrounded by a
beginning and closing HTML tag. Each HTML tag in our tag guide has a beginning and closing tag,
except for the single line space (<br>). That’s the exception to the rule. It does not have to have a closing
tag. Another common mistake is forgetting to use "double-quotes" around certain attributes when
necessary.

What are these greater-than > and < less-than characters?

These greater-than and less-than brackets, called angle brackets, surround the HTML code. The browser
reads the HTML code inside these brackets and displays the content on your computer screen.
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Most Commonly Used HTML Codes

5.2 - HTML Guide

Styling

Surround your content with HTML Tags

Example

Paragraph

Beginning Tag: <p>
Closing Tag: </p>

HTML Code:

<p>Insert paragraph text here to show paragraph style. Insert paragraph text
here to show paragraph style. Insert paragraph text here to show paragraph
style. Insert paragraph text here to show paragraph style.</p>

<p>Insert paragraph text here to show paragraph style. Insert paragraph text
here to show paragraph style. Insert paragraph text here to show paragraph
style. Insert paragraph text here to show paragraph style.</p>

Browser displays the content like this:

Insert paragraph text here to show paragraph style. Insert paragraph text
here to show paragraph style. Insert paragraph text here to show paragraph
style. Insert paragraph text here to show paragraph style.

Insert paragraph text here to show paragraph style. Insert paragraph text
here to show paragraph style. Insert paragraph text here to show paragraph
style. Insert paragraph text here to show paragraph style.

Use the <p> and
</p> tags to define
the beginning and
end of a paragraph

Break
(single-
spaced line)

Beginning Tag: <br>
No Closing Tag

HTML Code:

Line of Content<br>

Line of Content<br>

Line of Content<br>

Browser displays the content like this:
Line of Content

Line of Content
Line of Content

Use the <br> tag to
create a new
single-spaced line.

Hyperlink

Beginning Tag: <a href>
Closing tag: </a>

HTML Code:
For more information about the national resource guide, visit

<a href = “http://www.Websitename.com”
target="_blank”>http://www.Websitename.com</a>.

Browser displays the content like this:

For more information about the national resource guide, visit
http://www.Websitename.com.

Use the <a href>
and </a> tags to
link to an external
Web document in a
second browser
window.



http://websitename.com/
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5.2 - HTML Guide

Styling Surround your content with HTML Tags Example
Bold Beginning Tag: <b> Use these <b> and
Closing Tag: </b> </b> tags to “bold”
text.
HTML Code:
| only want to <b>bold certain words</b> like this.
Browser displays the content like this:
| only want to bold certain words like this.
Italics Beginning Tag: <i> Use these <i> and
Closing Tag: </i> </i> tags to
“italicize” titles of
HTML Code: publications.
<i>The title of your publication</i>
Browser displays the content like this:
The title of your publication
Underline Beginning Tag: <u> Use these <u> and
Closing Tag: </u> </u> tags to
"underline" content.
HTML Code:
<u>Content to be underlined</u>
Browser displays the content like this:
Content to be underlined
Note: Using the underline feature can cause confusion for users on the Web
because they think they can click on the words. Therefore, we suggest using
this attribute sparingly and selectively.
Unordered Beginning Tag: <ul> Use these tags to
List Closing Tag: </ul> create bulleted lists
of items.
(Bulleted HTML Code:
Lists)
<ul>

<li>1st bulleted list item</li>
<li>2nd bulleted list item</li>
</ul>

Browser displays the content like this:

e 1st bulleted list item
e 2nd bulleted list item
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5.2 - HTML Guide

Styling

Surround your content with HTML Tags

Example

Ordered List

(Numbered
List)

Beginning Tag: <ol>
Closing Tag: </ol>

HTML Code:

<ol>
<li>1st numbered list item</li>
<li>2nd numbered list item</li>
<li>3rd numbered list item</li>
</ol>

Browser displays the content like this:
1. 1st numbered list item

2. 2nd numbered list item
3. 3rd numbered list item

Use these tags to
create numbered
lists of items.

Blockquote
(Indented
Paragraph)

Beginning Tag: <blockquote>
Closing Tag: </blockquote>

HTML Code:
<blockquote> Insert paragraph text here to show paragraph style. Insert
paragraph text here to show paragraph style. Insert paragraph text here to
show paragraph style. </blockquote>
Browser displays the content like this:

Insert paragraph text here to show paragraph style. Insert

paragraph text here to show paragraph style. Insert paragraph
text here to show paragraph style.

Use these tags to
indent the left and
right margins of a
paragraph.

Email Link

Beginning Tag: <a href>
Closing Tag: </a>

HTML Code:

If you have any questions, you can email us at the following address:
<a href="mailto:name@something.com”>name@something.com</a>

Browser displays the content like this:

If you have any questions, you can email us at the following address:
name@something.com

Use the <a href>
and </a> tags to
create a linkable
email address.



mailto:name@something.com
mailto:name@something.com
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5.3 — Georgia.gov Content Management
System Problem Assistance

georgia.gov Content Management System Problem Assistance

Problem

Strange characters are showing
up within text

Possible Solution

Look for characters in your text such as “—”, “”, and apostrophes that
are slanted (“”). georgia.gov Content Management System renders
these incorrectly. Use “&#151;”, “&#149;” and “ I instead,
respectively [without quotes]. Note: These characters may revert to
the incorrect ones every time you re-open the file.

Portions of content are not
showing up

Look for the above special characters, as well as stray spaces
following paragraphs or between sentences. georgia.gov Content
Management System renders these incorrectly as well. Also look for
missing quotes, missing “>” within the tags, or missing close tags in
tables, such as </td>, </tr> or </table>.

Replaced an existing File Content
Item and now you’re getting a
server error

If you've replaced an already existing file (PDF) and you've called it
exactly the same name — but now you're getting a page error, try
reselecting it and saving it again. Don't forget to hit your refresh
button on your browser. If this doesn’t correct the problem, contact

traffic@gta.ga.gov.

Photo is not showing up

Check the path within your <img> tag. Also look for missing quotes,
missing “>”" within the tags, or missing close tags in tables, such as
</td>, </tr> or </table>.

OR

Make sure you are at the correct URL to view the photo. Remember
— you won'’t be able to view a working status image at the live site.

Getting server and/or other errors

If possible, try using georgia.gov Content Management System on
another computer, in another browser, or on a PC if you are using a
Mac. georgia.gov Content Management System runs best in
Microsoft’s Internet Explorer version 5.0 or Netscape 6.2.3 and
above. If you are still unsuccessful, email the GTA Traffic office at
traffic@gta.ga.gov to report your problem.

Cannot log in

Ensure that you are correctly typing your username and password.
Remember — passwords are case-sensitive.

OR

Check the URL you are logged into.
e Access the Website at http://www2.acronym.georgia.gov
(Example: http://www?2.gta.georgia.gov)

Forgot password

Email the GTA Traffic office at traffic@gta.ga.gov to request a new
password.

Can get to the Site Index but the
Site Manager page does not load

Pop-up window blocking software may prevent screens from loading.
If you experience a problem, disable the pop-up software and try
again.

Cannot find page/content doing a
search

Change your search term to a broader word. Also ensure that you
have highlighted all status possibilities in the scroll menu within
Content Management.



mailto:traffic@gta.ga.gov
mailto:traffic@gta.ga.gov
http://www2.acronym.georgia.gov/
http://www2.gta.georgia.gov/
mailto:traffic@gta.ga.gov
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Problem
Pages are not showing up in the
browser

5.3 — Georgia.gov Content Management
System Problem Assistance

Possible Solution
Check to ensure that the status is clicked “Live” within Content
Management.

OR

Ask your Agency Portal Administrator to Clear the Site Cache. Once
the Administrator has done that, you can hit your browser’s Refresh
button.

OR

If you are still unsuccessful, email the GTA Traffic office at
traffic@gta.ga.gov to report your problem.

Content or link in the wrong place

Move to correct place by manually typing it in the body, or check the
date within georgia.gov Content Management System to make sure it
will display in the correct order. Newer documents are listed first when
published.

Incorrect link

Link may be misspelled or pointing to an old URL that no longer exists.
Check the Web address and correct the spelling, or find the proper
Web page and replace.

Channels not
appearing/disappearing

If you've added or enabled a new channel in the Channel Hierarchy
index and it's not appearing at your site, check to be sure they have
been enabled.

OR

If you've deleted or disabled an existing channel in the Channel
Hierarchy index and it's not disappearing, check to be sure it has been
disabled.

OR

Clear the Site Cache (See Section 4.6) Then hit your browser’s
Refresh button to see if the problem has been corrected.

OR

If you are still unsuccessful, email the GTA Traffic office at
traffic@gta.ga.gov to report your problem.

Closing PDF files causes all
browser windows to close

Have your IT or LAN administrator contact the GeorgiaNet Creative
Studio at creative@gta.ga.gov for a solution to this problem.

Items are not showing
alphabetically in the Topic Index

Using leading spaces or special characters as the first character in
titles of content items may cause the item not to appear in the proper
alphabetical section.



mailto:traffic@gta.ga.gov
mailto:traffic@gta.ga.gov
mailto:creative@gta.ga.gov
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Developing News Selection Criteria

In the absence of peer review and established publishing standards, measuring the potential value of a
news item to the customer necessitates the development of specialized criteria. The evaluation criteria
include reviews of the following factors:

e Authority

e Accuracy

e Timeliness

e Appropriateness
e Quality of writing

Authority
¢ Is the information credible and of high quality?
e Is the information objective?

Accuracy

In evaluating for accuracy, the editor may rely on some of the same information used in determining
authority. Likewise, data on accuracy may contribute to observations on authority. Objective, correct,
referenced, or professionally sponsored information is a mark of accuracy. An indication of bias, however,
could signal inaccuracy.

Timeliness

In evaluating for timeliness, the editor asks how frequently the site is updated with new information. News
sections and any other section dedicated to new information should be updated fairly frequently. Because
the Web environment is one of change, agencies should set a maximum acceptable period between
updates. Georgia Technology Authority will supply a recommendation to agencies regarding this.

Appropriateness
Who is the audience and will they be interested in the contents of the news?

Quality of Writing
Editors are looking for basic spelling and grammatical competence as well as a minimal use of jargon.
Clarity in discussing complex ideas is desirable.

How to Recommend ArticleXTs for Inclusion on Georgia.Gov

GTA welcomes suggestions and recommendations for coverage to be included on the portal’s homepage.
To recommend a news item, please contact GTA/GeorgiaNet’s Creative Studio at creative@gta.ga.gov.

Please provide the full URL, and the name, email and address of the editor, writer or administrator of the
agency’s communications office. Enclose a brief statement explaining the unique features, importance of
the release, and its primary audience.

Inclusions

Each news item should contain the following:
¢ Contact info for the author and editor
Date it was written
Time on & time off (when it goes live and when it expires)*
Subject area for which it would be included in the portal (i.e. Transportation > Air Transportation
Priority (weight) code, 1-5 with 5 being the most important/urgent or newsworthy, and 1 being the
least urgent*
* - for internal use

Source:
James Testa, Director, Editorial Development, ISI
http://www.isinet.com/isi/hot/essays/selectionofmaterialforcoverage/23.html



mailto:creative_news@gta.ga.gov
http://www.isinet.com/isi/hot/essays/selectionofmaterialforcoverage/23.html
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Writing for the Web

You can double the usability of your Website by following these guidelines. Two sample sites studied in
Sun's Science Office found improved measured usability by 159% and 124% by rewriting the content
according to the guidelines.

Writing for the Web is very different from writing for print:

e 79% of users scan the page instead of reading word-for-word
e Reading from computer screens is 25% slower than from paper

e Web content should have 50% of the word count of its paper equivalent

Difference between paper and online presentation

Make the word count for the online version of a given topic about half the word count used when writing
for print: Users find it painful to read too much text on screens, and they read about 25 percent more
slowly from screens than from paper.

Users don't like to scroll through masses of text, so put the most important information at the top.

Credibility is important on the Web where users connect to unknown servers at remote locations. You
have to work to earn the user's trust, which is rapidly lost if you use exaggerated claims or overly boastful
language; avoid "marketese" in favor of a more objective style.

The Web is an informal and immediate medium, compared to print, so users appreciate a somewhat
informal writing style and small amounts of humor.

Scan Ability

Bulleted and numbered lists slow down the scanning eye and can draw attention to important points.

Each paragraph should contain one main idea; use a second paragraph for a second idea, since users tend
to skip any second point as they scan over the paragraph.

Start the page with the conclusion as well as a short summary of the remaining contents ("inverted pyramid"
style).

Terms to Avoid

Writing well for the Web means taking advantage of the options the Web offers, but at the same time, not
calling attention to the Web. "Click here," "follow this link," and "this Website" are just a few self-
referential terms to avoid.

Generally, if the words or phrases are specific to Web use, then they are probably words to avoid. A
good test of Web-term overuse is to print the page out, read it, and ask yourself if it makes as much sense
on paper as it does on screen.

Editing
Use AP Stylebook for press releases.

Source:

Sun Microsystems
Jakob Nielsen, distinguished engineer; PJ Schemenaur, technical editor; and Jonathan Fox, editor-in-chief.


http://www.sun.com/980713/webwriting/
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	EAP Login
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	Type user name
	Type password
	Click the Log In button or press the Enter key
	Watch for important messages above the login.
	Site Index
	On the Site Index page, you will select your site link to enter the Site Manager page:
	Click on the link displaying your agency’s name.
	The Site Manager screen will open in a new window as shown in Section 2.3.*
	*Note:  Pop-up window blocking software may prevent screens from loading.  If you experience a problem, disable the pop-up software and try again.
	To view your site using the Content Display Application:
	Click on the preview icon � to view your site – �
	This screen will open in a new window.
	You may either close window to exit this view, or
	To exit from the Content Management Application (CMA):
	Once you have completed your session, close the Site Manager window, then click on the Log Out link on the Site Index.
	Site Index
	�
	Using the Site Manager to access the Content Item Index page:
	Click on the Management link located under the he
	Site Manager
	Content Item Index
	The Content Management Index page is provided for entering, editing and managing content items. Content items are the pieces of content you place on your site.
	You can make selections to sort how contents items are displayed.
	To choose display items, click on the down arrow at the desired window, make your selection, and then click the Display button.
	To select one item in a window, highlight and then click the Display button.
	To select multiple items: hold down the Ctrl key and click each choice, then click the Display button.
	To select all items: select the first item, scroll to the bottom of the list, hold down the Shift key and click on the last item (this should highlight all items in between), then click the Display button.
	You can sort your display items by:
	Modified Date, ID, Type, Title, Created Date, State
	Channels
	Item Types
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	Number of items per page – 25 thru 100 \(25 is t
	If you know the Content ID number, you can select it by typing it in the Content ID window
	Content Item Index – selection criteria
	
	
	Definitions of content items and item types:
	Content Items are the pieces of content that are responsible for the information displaying on the Subportal/Business Card pages.
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	ArticleXT – used to maintain or enter content for
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	A channel is another word for a Web page. When yo
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	Subportal Third Level Page
	�
	Intention Based Quick Links
	�
	Compare the content items above indicating the associated Channels with the following example of a Business Card page showing the Channel content areas.  An example is the News and Events section on your Business Card.  The items you see listed are chann
	�
	Creating a New Content Item
	From the Content Item Index page, click on the down arrow at the Choose An Item drop-down window on the top blue bar as indicated below.
	Select the content item you wish to create – Arti
	Click the plus sign beside the window.
	Creating a New Content Item
	The editing screen will open.
	Expand or minimize all sections at one time by clicking the up or down arrow located at the top right corner of the screen.
	Open or close one section at a time by clicking the blue icon located opposite the section on the right side.
	Editing Screen
	At the Title window, enter the title as it is to appear on the site.
	Click Icon to expand the Content Section.
	The Content Section will differ depending on the Item Type you have chosen to create.  Continue to the instructions in the Section listed below for the specific Item Type you are creating:
	ArticleXT – Section 3.2
	TeaserXT – Section 3.3
	File – Section 3.4
	Image – Section 3.5
	Instructions specific to adding or editing an ArticleXT
	The first time you create a new ArticleXT, you wi
	Enter your ArticleXT text using the Content Editor or the HTML option. (With the current templates, you have an area that is approximately 400 pixels wide to work with (including table cellpadding, cellspacing, and the width of all horizontally aligned
	Adding ArticleXT Text Using eWebEditPro Content Editor
	Adding ArticleXT Text Using the HTML View Option
	Article Icon and Teaser Image are only used on select templates.  Author is not used at this time.
	Enter a description if desired in the Teaser Body text box.  This section is used to give a brief description of the subject TeaserXT as shown below.  Teasers will not display on the home page but will display on secondary pages.
	To add an image to your article, click on the Browse button and navigate to the location of your image file.  Highlight the file you want to use and click Open.  See Section 3.5 for image guidelines.
	Enter the description of the Image.  This will di
	To add associated documents to your article, ente
	The display will appear as in this example:
	Continue to Section 3.6 for further instructions on completing your content item.
	
	
	Instructions specific to adding or editing a TeaserXT



	Enter a description if desired in the Teaser Body text box.  This section is used to give a brief description of the subject TeaserXT and will display on secondary pages.
	Teaser Icon and Teaser Image are only used on select templates.
	Under Link, enter the title in the Link Text window.
	Enter the URL in the Link URL window.
	Select New Window for any link directing to a page outside of georgia.gov.  Select Same Window if link is directing to any page within georgia.gov (including other subportals).
	Continue to Section 3.6 for further instructions on completing your content item.
	Instructions specific to adding or replacing a File
	Click on the Browse button located beside the Local File Path window.
	Select the file you wish to use from your directory.
	Provide information in the File Description about the file and the file type and size.  You will also want to provide a link to Get Adobe Reader somewhere on your page.
	Suggested text for providing the Adobe link: ��T
	The following two examples illustrate two types o
	Childhood Immunization Schedule�A schedule of the routine administration of the recommended currently licensed childhood vaccines for children through age 18 provided by the Division of Public Health. Adobe Acrobat Format - 41K.
	OR
	FY 2003 Agency Name Annual Report�                          PDF, 41K.
	Continue to Section 3.6 for further instructions on completing your content item.
	Instructions specific to adding or replacing an Image
	Click on the Browse button and navigate to the location of your Image file.  Highlight the file you want to use and click Open.
	Enter the description of the Image.  This will di
	Image Guidelines
	The dimensions of your images should be as follows:
	Agency Logo – size must be 313 pixels wide by 67 
	Agency Image – size must be 472 pixels wide x 124
	ArticleXT Image - cannot exceed 130 pixels wide x 100 pixels deep. It can be smaller if necessary.
	ArticleXT/TeaserXT Icon: 18 x 18
	Always set images to 72 dpi and keep image size under 30k.
	GIFs and JPEGs are the two suggested file formats for the Web.  JPEG is better for photo images because it supports small variations in color and shading.  The GIF format is well suited for text, graphs, icons, charts and other simple graphics.
	Macromedia Flash files can be loaded as an ArticleXT icon or image, TeaserXT icon or image, or as an Image content item. No coding knowledge is necessary; simply upload the file as you would any image, map it to the proper channel(s), and the code will
	There are often issues or limitations that an age
	Continue to Section 3.6 for further instructions on completing your content item.
	Categorization
	In the Categorization section, select the appropriate channel(s) from the Available Channels window to place your content item at the desired location on your site.  Note:  See Section 2.5 - Channel Exhibits for a deeper understanding of navigation and
	Click the right yellow arrow to add multiple channels to the Selected Channels window (or double-click to move one selected channel).
	The channels you highlighted should now be showing in the Selected Channels window.
	If your site has numerous channels, you can use t
	You may deselect a channel by highlighting the channel in the Selected Channels window and clicking the left yellow arrow or by double-clicking.  This moves the selection back to the Available Channels window.  The yellow up and down arrows to the right
	On the Business Card, the only ArticleXT you will be adding is a News and Events item. Therefore, the Home B channel is the selection you want to make.  Additionally, on every content item, the Agency Home channel has to be selected.
	Scheduling
	This section will be used only when you need to set a future launch, expire or archive date for your content item.
	Click on the calendar as indicated and select date
	Click on the down arrows of the time indicators and select times
	Saving the Content Item
	In the Change State section, select a status (the default is Working).
	NOTE: If you leave an existing content item in working status, it will be removed from the live site.  You will want to be sure to mark it live before saving to avoid this.  If you need to leave a current content item in working status for review, it is
	Listed below are descriptions of each available status:
	Working:
	Item will be in a working status and not on live site.*
	Ready to Launch:
	Item has a future launch date.
	Live:
	Item is available on live site upon save.
	Archived:
	Item is not available on live site, but remains searchable from archive search database. (Can be accessed by direct URL)
	Expired:
	Item is not available on Live site and is removed from archive search database.
	Click the Save button to save your changes.
	If you did not click the Live button and a “Worki
	Click in the checkbox located left of the new ArticleXT, then click on the launch icon located in the top menu bar:
	You can also archive, expire or remove a content item in the same manner by clicking the respective icon.  If you hover over the icons with your cursor, you will see the action description of that icon
	Launch
	Expire
	Archive
	Remove (Delete)
	A message will appear asking if you want to “Laun
	As a reminder, working status items can be viewed by clicking on the preview icon � to the left of an individual content item to view just that item or from the Site Index page (to view the entire site including working items.)
	georgia.gov Content Management System User Roles
	Roles map relationships between users and their level of authorization. In other words, roles determine which features a user can access and which functions they can perform. Currently, there are three roles available: Administrator, Channel Producer and
	Administrator
	The default Agency Administrative user has authority to access the following features: �(Note: See detailed instructions on how to manage these features in Section 4.)
	Edit the Site values.
	Enter, edit and manage content items from the Content Management Index.
	Create and manage channels through the Channel Hierarchy link in the Site Management Index.
	View Child Sites.
	Enable/Disable Website.
	Launch Website.
	Clear Site Cache.
	Channel Producer
	(Note: See detailed instructions on how to manage these features in Section 4: Site Administration.)
	The Agency Channel Producer user has authority to perform the following functions:
	Create and manage channels through the Channel Hierarchy link in the Site Management Index.
	Approver
	The default Agency Approver user has authority to access the following features:�(Note: See detailed instructions on how to manage these responsibilities in Sections 2 -3.)
	Enter, edit and manage content items from the Content Management Index.
	Adding Users:
	Groups and Roles have already been defined in both the CMS and georgia.gov Content Management System from your initial setup process. All users must be added by GTA georgia.gov Content Management System Administrators.
	CHANNEL HIERARCHY
	Overview
	Channels provide a means of organizing and delivering content to the end user. A georgia.gov subportal initially has five main navigation channels defined:
	About Us�Divisions & Offices�Contact Information�Services�News & Events
	Two agency specific main navigation channels are 
	In addition to the 7 primary navigation channels, there are 4 secondary channels available for use.  All but the Sitemap can be turned off if so desired.  The Sitemap is automatically populated with the taxonomy of your site.
	FAQ�Sitemap�Career Opportunities�Employee Intranet (a link to an agency-hosted intranet)
	Sample Channel Hierarchy
	Channels on a subportal can be nested as many lev
	About Us
	Divisions & Offices
	Administration
	Personnel
	Public Relations
	Services
	License Renewal
	Document Ordering
	Tax Forms
	Personal
	Business
	Small Business Forms
	Other
	After the second level, a “Back To” section displ
	For example, if you have navigated to Personal Tax Forms, you would see:
	Back To:
	Document Ordering
	Services
	Home�To view the Channel Index page:
	From the Site Index page, select the subportal in which you want to manage channels.
	Click Channel Hierarchy in the Layout section of 
	The first items listed are the display types and should never be changed or modified. Any change in these channels could result in errors in your site.
	�
	Editing Channels
	If the channel has been imposed on the site \(us
	To edit a channel:
	Click Channel Hierarchy in the Layout section of the left navigation bar on the subportal menu page.
	Click the name of the desired channel in the Channel Index page you wish to edit. The Edit Channel page displays in the content area similar to adding channel Image.
	Change the title in the name field if necessary.
	Select the appropriate Channel Front Door View.  This selection assures the channel will appear on the sitemap and also sets the display order of content items.��GTAChannelFrontByCreateDate�GTAChannelFrontByModifiedDate�GTAChannelFrontByTitle�GTATopicInd
	Edit the Description field if desired. This description will show up as a TeaserXT of the channel link name.
	Select order in which channel appears in the Child Channel Order field.
	Save or Cancel.
	Adding Channels
	Click Channel Hierarchy in the Layout section of 
	Click the “+” or add button next to a specific ch
	A new screen will appear allowing you to add, delete or change sub channels.
	Type the name of your new channel.
	Load Values From is an optional field that is not currently used.
	Select the appropriate Channel Front Door View. This selection assures the channel will appear on the sitemap and also sets the display order of content items on that channel page.��GTAChannelFrontByCreateDate�GTAChannelFrontByModifiedDate�GTAChannelFron
	Entering a description in the Description field will create a Teaser that will appear under the channel link name on the Web page.  Leave the Description field blank if you prefer not to have the Teaser language.
	Save or Cancel.
	�
	Enabling/Disabling Channels
	A channel must be enabled to access the channel or to be displayed.  You will see new channels displayed in italics; this means that the channel is currently disabled.
	To enable or disable a channel:
	Select the check box(es) for the desired channel(s) on the Channel Index page.    NOTE: You can select more than one channel at a time.
	Do one of the following:
	To enable the channel, click the open lock button � located in the top menu bar of the Channel Index page.
	To disable the channel, click the closed lock button � located in the top menu bar of the Channel Index page.  Disabled channels appear in italics.
	NOTE: Enabling/disabling a channel on a site will
	�
	Deleting Channels
	Click the name of the desired channel on the Channel Index page. The Edit Channel page displays in the content area similar to adding channel Image.
	NOTE: If the channel has been imposed on the site (using asset sharing), the Edit Channel page will simply display the current channel information without allowing you to delete the channel. Click Cancel to return to the Channel Index page.
	Click Delete. The Channel Delete confirmation page displays.
	NOTE: The Delete button is available only if you are editing an existing channel.
	The Delete Confirmation page lists all child channels for the current channel, and lets you indicate whether you want to delete them along with the current channel.
	NOTE: Deleting channels is permanent and cannot be recovered. Please confirm that you are deleting the correct channel.
	�
	Launching the New Subportal Site and Disabling th
	Log in to georgia.gov Content Management System.
	At the Site Index page, click on your agency site.
	On the Edit Site page, change the Host: Port name to your live domain name as follows:  www2.agencyacronym.georgia.gov.
	Click the Save button at the bottom of the Edit Site page (                   ).
	All Content Items marked “created” must be launch
	Delete unused training content because it takes up room on the server.
	Enter your new URL (http://www.agencyacronym.georgia.gov) in a browser to confirm that your new live site is working properly.
	How to disable your Business Card (if applicable):
	Return to the Site Index page.
	Click on the box to the left of your Business Card Site.
	At the top of the page, click on the “Disable Ite
	Click on the site name and enter the words “enter
	Clearing the Page Cache
	Paste the following address in the Address Field of your browser (http://www2.georgia.gov/tools/clearcache)
	Paste the address of the page to be cleared in the appropriate URL field and click the Continue button.
	Navigate to the applicable page in your Website a
	
	
	Installing the Content Editor



	You will be prompted to install eWebEditPro the first time you open an ArticleXT content item in the georgia.gov portal. eWebEditPro is a WYSIWYG (What You See Is What You Get) content editor. Installation is quick, easy and will save you time and ener
	To install the eWebEditPro software, you will be prompted in the following manner:
	“The page you are trying to view contains Ektron'
	Before you can use eWebEditPro, it must be downloaded into your browser. When you click the Install Now button at the bottom of this page, eWebEditPro will automatically be downloaded and installed as a plug-in for Microsoft Internet Explorer. This proce
	In order to proceed with the installation, you must have authorization to install programs on your computer.  If you currently do not have access, please contact your local computer support personnel or network administrator.
	Messages may appear during the installation process. The first is from Ektron. The others, if they appear, are from Microsoft. If they do appear, please click Yes to proceed.
	Check your Internet Explorer security setting. It must be set at Medium or lower to permit downloading and running ActiveX controls. From the Tools menu, select Internet Options and click the Security tab.
	Depending on your security settings, you may also be prompted with the following questions:
	Do you want to allow software such as ActiveX controls and plug-ins to run?    Click Yes
	A script is accessing some software (an ActiveX control) on this page which has been marked safe for scripting. Do you want to allow this?    Click Yes
	Click on Install Now to proceed, or Cancel if you do not want to install eWebEditPro.
	If successful, the words "Installation Complete" will appear. You will not need to reboot, and you can use it immediately.
	georgia.gov Content Management System  Reference Guide
	�
	WYSIWYG Table Tool
	To include a table when creating or editing an ArticleXT, click on the Table button in the toolbar above the Article Body text field.
	Insert Table will be the only option at this point. Once a table is created, the other options become available.
	The next screen is the Insert Table dialog box.  The values in this dialog box determine how your table will appear in regard to rows, columns, alignment, colors, etc. The default values are 2 rows, 2 columns, white background, 75% width, etc.
	\(NOTE: Clicking “Unassigned” gives the table a 
	Once the table is inserted, you can change values, placement and appearance of elements by right-clicking anywhere within the table.
	Most of the features in this menu are self-explanatory, including toggling the view between WYSIWYG and HTML. However, the following may not be intuitive:
	Menus — Calls shortcuts to special commands – Edi
	Clean HTML — Removes superfluous HTML coding, suc
	Table Properties — Calls a window similar to “Ins
	Cell Properties — Options to span rows or columns
	NOTE: If the width of your table is wider than the width of the main area (which is 408 pixels), content may not appear in its entirety.
	Using Color in Tables
	If you require the use of colors in tables, please use the colors and their corresponding hex codes depicted in the following example:
	For a list of other colors and suggested usage, please refer to the georgia.gov Styleguide located within georgia.gov at Government/State Government/Intergovernmental Services/Joining georgia.gov Guide/Associated Documents.  The latest copy of this Subpo
	HTML Guide
	What is HTML?
	HTML is a document-layout and hyperlink-specification language. HTML is an abbreviation for HyperText Markup Language.
	What is it for?
	Its fundamental purpose is to define the structure and appearance of documents so that they might be delivered quickly and easily to your display device (browser).
	How does it work?
	You surround your page content with special embedded HTML tags that act as directions to the browser to display the contents of the document, including text, images, and other support media. The language also tells you how to make a document interactive
	My page is not displaying properly. What is the problem?
	You might have forgotten to close your beginning 
	What are these greater-than > and < less-than characters?
	These greater-than and less-than brackets, called angle brackets, surround the HTML code. The browser reads the HTML code inside these brackets and displays the content on your computer screen.
	Most Commonly Used HTML Codes
	Styling
	Surround your content with HTML Tags
	Example
	Paragraph
	Beginning Tag: <p>
	Closing Tag: </p>
	HTML Code:
	<p>Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style.</p>
	<p>Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style.</p>
	Browser displays the content like this:
	Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style.
	Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style.
	Use the <p> and </p> tags to define the beginning and end of a paragraph
	Break
	(single-spaced line)
	Beginning Tag: <br>
	No Closing Tag
	HTML Code:
	Line of Content<br>
	Line of Content<br>
	Line of Content<br>
	Browser displays the content like this:
	Line of Content
	Line of Content
	Line of Content
	Use the <br> tag to create a new single-spaced line.
	Hyperlink
	Beginning Tag: <a href>
	Closing tag: </a>
	HTML Code:
	For more information about the national resource guide, visit
	<a href = “http://www.Websitename.com” target=”_b
	Browser displays the content like this:
	For more information about the national resource guide, visit http://www.Websitename.com.
	Use the <a href> and </a> tags to link to an external Web document in a second browser window.
	Bold
	Beginning Tag: <b>
	Closing Tag: </b>
	HTML Code:
	I only want to <b>bold certain words</b> like this.
	Browser displays the content like this:
	I only want to bold certain words like this.
	Use these <b> and </b> tags to “bold” text.
	Italics
	Beginning Tag: <i>
	Closing Tag: </i>
	HTML Code:
	<i>The title of your publication</i>
	Browser displays the content like this:
	The title of your publication
	Use these <i> and </i> tags to “italicize” titles
	Underline
	Beginning Tag: <u>
	Closing Tag: </u>
	HTML Code:
	<u>Content to be underlined</u>
	Browser displays the content like this:
	Content to be underlined
	Note: Using the underline feature can cause confusion for users on the Web because they think they can click on the words. Therefore, we suggest using this attribute sparingly and selectively.
	Use these <u> and </u> tags to "underline" content.
	Unordered List
	(Bulleted Lists)
	Beginning Tag: <ul>
	Closing Tag: </ul>
	HTML Code:
	<ul>
	<li>1st bulleted list item</li>
	<li>2nd bulleted list item</li>
	</ul>
	Browser displays the content like this:
	1st bulleted list item
	2nd bulleted list item
	Use these tags to create bulleted lists of items.
	Ordered List
	(Numbered List)
	Beginning Tag: <ol>
	Closing Tag: </ol>
	HTML Code:
	<ol>
	<li>1st numbered list item</li>
	<li>2nd numbered list item</li>
	<li>3rd numbered list item</li>
	</ol>
	Browser displays the content like this:
	1st numbered list item
	2nd numbered list item
	3rd numbered list item
	Use these tags to create numbered lists of items.
	Blockquote (Indented Paragraph)
	Beginning Tag: <blockquote>
	Closing Tag: </blockquote>
	HTML Code:
	<blockquote> Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. </blockquote>
	Browser displays the content like this:
	Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style. Insert paragraph text here to show paragraph style.
	Use these tags to indent the left and right margins of a paragraph.
	Email Link
	Beginning Tag: <a href>
	Closing Tag: </a>
	HTML Code:
	If you have any questions, you can email us at the following address:
	<a href=”mailto:name@something.com”>name@somethin
	Browser displays the content like this:
	If you have any questions, you can email us at the following address: name@something.com
	Use the <a href> and </a> tags to create a linkable email address.
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	Problem
	Possible Solution
	Strange characters are showing up within text
	Look for characters in your text such as “—”, “•”�
	Portions of content are not showing up
	Look for the above special characters, as well as
	Replaced an existing File Content Item and now yo
	If you’ve replaced an already existing file \(PD
	Photo is not showing up
	Check the path within your <img> tag. Also look f
	OR
	Make sure you are at the correct URL to view the 
	Getting server and/or other errors
	If possible, try using georgia.gov Content Manage
	Cannot log in
	Ensure that you are correctly typing your usernam
	OR
	Check the URL you are logged into.
	Access the Website at http://www2.acronym.georgia.gov �(Example: http://www2.gta.georgia.gov)
	Forgot password
	Email the GTA Traffic office at traffic@gta.ga.gov to request a new password.
	Can get to the Site Index but the Site Manager page does not load
	Pop-up window blocking software may prevent screens from loading.  If you experience a problem, disable the pop-up software and try again.
	Cannot find page/content doing a search
	Change your search term to a broader word. Also ensure that you have highlighted all status possibilities in the scroll menu within Content Management.
	Problem
	Possible Solution
	Pages are not showing up in the browser
	Check to ensure that the status is clicked “Live”
	OR
	Ask your Agency Portal Administrator to Clear the
	OR
	If you are still unsuccessful, email the GTA Traffic office at traffic@gta.ga.gov to report your problem.
	Content or link in the wrong place
	Move to correct place by manually typing it in the body, or check the date within georgia.gov Content Management System to make sure it will display in the correct order. Newer documents are listed first when published.
	Incorrect link
	Link may be misspelled or pointing to an old URL that no longer exists. Check the Web address and correct the spelling, or find the proper Web page and replace.
	Channels not appearing/disappearing
	If you’ve added or enabled a new channel in the C
	OR
	If you’ve deleted or disabled an existing channel
	OR
	Clear the Site Cache \(See Section 4.6\) Then �
	OR
	If you are still unsuccessful, email the GTA Traffic office at traffic@gta.ga.gov to report your problem.
	Closing PDF files causes all browser windows to close
	Have your IT or LAN administrator contact the GeorgiaNet Creative Studio at creative@gta.ga.gov for a solution to this problem.
	Items are not showing alphabetically in the Topic Index
	Using leading spaces or special characters as the first character in titles of content items may cause the item not to appear in the proper alphabetical section.
	Developing News Selection Criteria

	In the absence of peer review and established publishing standards, measuring the potential value of a news item to the customer necessitates the development of specialized criteria. The evaluation criteria include reviews of the following factors:
	Authority
	Accuracy
	Timeliness
	Appropriateness
	Quality of writing
	
	
	Authority



	Is the information credible and of high quality?
	Is the information objective?
	
	
	
	Accuracy




	In evaluating for accuracy, the editor may rely on some of the same information used in determining authority. Likewise, data on accuracy may contribute to observations on authority. Objective, correct, referenced, or professionally sponsored information
	
	
	
	Timeliness�In evaluating for timeliness, the editor asks how frequently the site is updated with new information. News sections and any other section dedicated to new information should be updated fairly frequently. Because the Web environment is one of
	Appropriateness




	Who is the audience and will they be interested in the contents of the news?
	
	
	
	
	Quality of Writing�Editors are looking for basic spelling and grammatical competence as well as a minimal use of jargon. Clarity in discussing complex ideas is desirable.
	How to Recommend ArticleXTs for Inclusion on Georgia.Gov





	GTA welcomes suggestions and recommendations for 
	Please provide the full URL, and the name, email 
	
	
	
	
	Inclusions





	Each news item should contain the following:
	Contact info for the author and editor
	Date it was written
	Time on & time off (when it goes live and when it expires)*
	Subject area for which it would be included in the portal (i.e. Transportation > Air Transportation
	Priority (weight) code, 1-5 with 5 being the most important/urgent or newsworthy, and 1 being the least urgent*
	* - for internal use
	Source:
	James Testa, Director, Editorial Development, ISI�http://www.isinet.com/isi/hot/essays/selectionofmaterialforcoverage/23.html
	Writing for the Web

	You can double the usability of your Website by following these guidelines. Two sample sites studied in Sun's Science Office found improved measured usability by 159% and 124% by rewriting the content according to the guidelines.
	Writing for the Web is very different from writing for print:
	79% of users scan the page instead of reading word-for-word
	Reading from computer screens is 25% slower than from paper
	Web content should have 50% of the word count of its paper equivalent
	Difference between paper and online presentation
	Make the word count for the online version of a given topic about half the word count used when writing for print: Users find it painful to read too much text on screens, and they read about 25 percent more slowly from screens than from paper.
	Users don't like to scroll through masses of text, so put the most important information at the top.
	Credibility is important on the Web where users connect to unknown servers at remote locations. You have to work to earn the user's trust, which is rapidly lost if you use exaggerated claims or overly boastful language; avoid "marketese" in favor of a mo
	The Web is an informal and immediate medium, compared to print, so users appreciate a somewhat informal writing style and small amounts of humor.
	Scan Ability
	Bulleted and numbered lists slow down the scanning eye and can draw attention to important points. ��Each paragraph should contain one main idea; use a second paragraph for a second idea, since users tend to skip any second point as they scan over the pa
	Terms to Avoid
	Writing well for the Web means taking advantage of the options the Web offers, but at the same time, not calling attention to the Web. "Click here," "follow this link," and "this Website" are just a few self-referential terms to avoid.
	Generally, if the words or phrases are specific to Web use, then they are probably words to avoid. A good test of Web-term overuse is to print the page out, read it, and ask yourself if it makes as much sense on paper as it does on screen.
	Editing
	Use AP Stylebook for press releases.
	Source:
	Sun Microsystems
	Jakob Nielsen, distinguished engineer; PJ Schemenaur, technical editor; and Jonathan Fox, editor-in-chief.
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